Windows/PD” Menu Item Toolbar Right Mouse Shortcut Keys Hot Keys
Functions (Select..., then Icon Click (and then (Press Alt, then (Press and
Select...) select...) press...., then hold ... and
press...) )

Open File...Open ~u Open F...O Ctrl+O
[=+

Close File...Close -:, F...C Ctrl+F4

Save File...Save H F...S Ctrl+S

Exit File...Exit E.. X Alt+F4

Search Edit...Find ﬂ E...R Ctrl+F

Print File...Print % Print F...P Ctrl+P

Print Preview File...Print Preview & Print Preview F...V Ctrl+Shift+P

Cut Edit...Cut .:IH:. Cut E...C Crtl+X

Copy Edit...Copy Copy E..T Ctrl+C
EE

Paste Edit...Paste E Paste E...P Ctrl+V

Switch windows to Alt+Tab

other open

programs

PD’ Functions

Open PD? Users Help...Procurement F1

Guide Desktop

Open Approval File...Approvals f Ctrl+L

Window

Open Routing File...Route Ctrl+R

Sheet %

Soft Return” Ctrl+Enter

View Shift+Double

Calendar/Unit Click

Conversion

Highlight Entire Shift+End

Line

Add note to object | File...Note |d_—| Note, or hit lettert | F...T

Rename File...Change...

Rename

" This may cause problems in PD%Windows 98 if used in address lines




Select all files in a Ctrl+A
contained
Open Start Menu Ctrl+Escape
Highlight Personal Crtl+Tab
cabinets one at a
time
Properties File...Properties ﬁ Properties Ctrl+T
Exit PD* m_ Alt+F4
+
Reference
Library
Functions
Open Reference Reference... i
Library Reference Library
Select Item in Ctrl+G
Open Document
Backtrack F4
Select Editor Edit.. Editor F9
Application
Show Bookcase View...Show F2
Bookcase
Show Outline View...Show F6
Outline

Show Index View...Show Index F7

==l
Show Search View...Show Search "ﬁ-. F8
Results Results o

—
Cascade Windows | Window...Cascade Shift+F5
Tile Windows Window...Tile Shift+F4
Search Edit...Search Ctrl+F




